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Introduction 

 This briefing will introduce the License Tracker System (LTS). 

 The LTS will allow organizations and leadership to track current 

inventory of license purchases and maintenance, potentially share 

licenses across and between organizations and provide data for 

convenient and efficient budget forecasting. ​ 

 The LTS is accessed through the CHESS SharePoint Portal at the 

following link: https://peoeis.army.mil/chess/lts/SitePages/Home.aspx 

 You will learn: 

– How to Access the License Tracking System 

– How to Request Licenses  

– How to View Submitted Requests 

– How to check Product Availability  

 

https://peoeis.army.mil/chess/lts/SitePages/Home.aspx
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Create a User Profile 
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Create a User Profile  

 All new users need to complete a user profile form on the PEO EIS 

SharePoint homepage in order to gain access to the new SharePoint 

License Tracker System. 

 A pop-up will automatically come up with the form when a first time 

user comes into the SharePoint portal system (https://peoeis.army.mil) 

 

https://peoeis.army.mil/
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Create a User Profile cont’d 

 If you do not see a pop-up you will need to click on the envelope icon 

located at the top-right hand side of the page next to your name.  
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Update User Information Page 

 Please verify that your information is accurate and if needed populate 

any fields missing information. If your organization is not part of PEO 

EIS please choose none from the drop down menu.   

 Please ensure you click “Update” to complete the form.  

 



Request Licenses  
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Access the License Tracking System 

 Once your User Profile is complete and updated (this may take 24 hours) 

visit the following link to access the License Tracking System (LTS): 

https://peoeis.army.mil/chess/lts/SitePages/Home.aspx 

Click “Access License 

Tracker” to continue 

https://peoeis.army.mil/chess/lts/SitePages/Home.aspx
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Step 1 - Choose Product Type  

 Once you selected the “Access License Tracker” button on the previous 

page you will be sent to the product page below. Select which product is 

applicable to your request.  

Choose product type from 

the drop down menu 
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Product List Populated 

 Once the product type is selected from the drop down menu the Product 

List will populate below  

Click on the product name 

you would like to access 
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Step 2 – Fill Out Request Form  

Full Name will automatically 

be populated for you 

*Field is 

Required 

Make sure to include the 

number of licenses you need in 

the “Quantity Requested” Field  

G6 & G8 approvers will 

automatically be 

populated for you 
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Step 3 – Submit Request 

 Once all required fields are populated click  the “Request” button in 

order to submit  
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Step 4 – Confirmation of Request 

Once you click “OK” you will 

be taken back to the home 

screen below  
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Step 5 – Email Confirmation  

 Once you have submitted your request you will receive an email indicating that 

your request has been submitted to the approval process 
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Step 6 – Email Confirmation Approval 

 You will receive an  additional email when your request has been 

approved 



View Submitted Requests 



UNCLASSIFIED C H E S S  L i c e n s e  T r a c k e r  M a n u a l |  18 

UNCLASSIFIED 

Step 1 – Click Submitted Requests Tab  

 From the main page of the LTS click the “Submitted Requests” Tab 

Click Here 
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Step 2 – View Submitted Requests  

 Below is a screen shot of what you would see on your “Submitted 

Requests” Tab 

 

NOTE: Each submitted request is only one row of information. Due to its length this 

Request was segmented to show all fields  

For a Status Update on your 

submitted request look to 

the last three columns for 

Approval information. (You 

will need to scroll to the 

right) This request is 

PENDING. 



Product Availability 
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Where is my product?  

 If you select a Product Type from the drop down menu and a particular 

product you need is not available you do have the option to see if the 

product is obtainable 

– Follow steps 1 through 6 on the next few pages to check for product 

availability 

 

Product is not 

listed here … 

follow Steps 1-6 on 

the next few pages 
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Step 1 – Please Select a Product Type 

 From the Home Page select a “product type” of your choosing to be 

directed to a page where you can request a product 

 

Choose product type from 

the drop down menu 
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Step 2 – Click Request Product Link 

 From the product page of your choosing select the “If your product is not 

listed above, please click HERE” Button 

 

Click Here 



UNCLASSIFIED C H E S S  L i c e n s e  T r a c k e r  M a n u a l |  24 

UNCLASSIFIED 

Step 3 – Fill Out Product Request Form  

3. Choose Product Type from 

the Drop Down Menu.  

1. Full Name will automatically be 

populated for you.  

2.  Be sure to include your Primary 

Phone Number 

4. You will need to type in 

the Product Name of interest 

5. Be sure to choose a 

License Type from the drop 

down menu 

6. Include Quantity Needed 

and any additional 

comments  *Field is 

Required 
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Click on “Submit” to finish 

your Product Request 

Step 4 – Submit Product Request 

 Once all required fields are populated click the “Submit” button to continue   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTE: All Product Requests must be APPROVED by CHESS and may not be included in the scope of 

the contract. Therefore, not every submitted product request will be approved. 



UNCLASSIFIED C H E S S  L i c e n s e  T r a c k e r  M a n u a l |  26 

UNCLASSIFIED 

 Once your request is submitted you will see the following message: 

 

 

 

 

 Click the “OK” button and you will be taken back to the main screen 

Step 5 – Confirmation of Product Request 
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Step 6 – Email Confirmation of Product Request 

 Once you have submitted your product request you will receive an email 

indicating that a CHESS Product Leader is reviewing your request 
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Questions 

For information about using  

IT e-mart, contact the  

CHESS Customer Support Team 

toll free at: (888) 232-4405  

or email at 

armychess@mail.mil 

 

    

 

      

mailto:armychess@mail.mil

